PITTSYLVANIA COUNTY SCHOOLS

INFORMATION TECHNOLOGY – Classified Positions
 EVALUATION INSTRUMENT
Employee Name:  





 

	CATEGORIES
	
	
	

	
	
	
	

	A.    Professional Criteria
	Needs Improvement
1
	Satisfactory
2
	Comments

	1. Maintain a high level of ethical behavior and   

              confidentiality of information

	
	
	

	2. Maintains a satisfactory record of punctuality and attendance

	
	
	

	3. Uses appropriate communication skills

	
	
	

	4. Is positive, cooperative and courteous to all 

personnel and students, with whom there is a working relationship, including school patrons                        
        
	
	
	

	5. Dresses and grooms appropriately for the assigned position.


	
	
	

	6. Complies with School Board policies and 

               regulations
	
	
	

	7. Inventories equipment and supplies as per departmental procedures
         
	
	
	

	8. Handles duties of the position competently and with confidence without overstepping responsibilities

	
	
	

	9. Performs other duties as assigned by Supervisor
	
	
	

	10. Adapts to new ideas and situations

	
	
	

	11. Follows established chain of command within the system’s organizational structure

	
	
	

	12. Follows assigned schedule, adheres to working hours. 


	
	
	

	Other Responsibilities:

	
	
	

	Comments:


	
	
	

	*Place N/A if not applicable for job responsibilities


	B.    Performance Criteria
	Needs Improvement
1
	Satisfactory
2
	Comments

	1. Shows initiative and competence in the performance of their assigned duties

	
	
	

	2. Completes clerical duties accurately and in a timely manner e.g. work orders, time sheets, requisitions and accounting documents

	
	
	

	3. Demonstrates the ability to be creative in the solving of work related problems

	
	
	

	4. Assists with any special projects as requested in a proactive and supportive manner

	
	
	

	5. Has professional training goals and a plan to achieve them

	
	
	

	6. Provides training and supervision of computer technology assistants as requested

	
	
	

	Other Responsibilities:

	
	
	

	Comments:


	
	
	

	*Indicate N/A if not applicable for job responsibilities


Signature of Employee










Signature of Assistant Superintendent








Date













Computer Technicians
